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1OB NO.Ll~8898]A BOX NO..3_FLD RO._]_DOC. NO../_NO CHANGE
% CLASS(¥/DECiLASS! /CLASS NGED TO; RET. JUST.22
NEXT REY DATE /Q_REV DA EVIEWE] EDOC. 02
PROBLEHt RO, PGS TBCREATION DAT G COMP3a OPL30 ORG CLASS.S.

REV CLASS co _ 85
vo determine whether w‘a .%ED @98 can he ins

tion and cistribution
in the receipt, recording, control, dissenins
zmwtz in t;hf é{*fﬂco of Loientific Intelligence.

ASSURPTIONS s
rt is sssumed that:

le 1Ly
s of (61 to adhere, whare feasible under Agenay . 6our
éigumu t:;:‘:?t:a mm&nﬁaﬁa&s of the Commission On ﬁr&fui;;%tﬁm
of The ixesutive Traench Of The Covernaent (Hoover Ga@ilsém) d X
émmlls sccepted good nanagoment practices relating to documen
handling.

le, upon intelll-
1 mezpower ashould be eoncentrated, insofar as possible, ,
{‘:;fxec rescarch and production end related mt;n?iiﬂdi::::: ’i ﬁ ;t,
: ould expend only those funds snd persomnel lov : &
ﬁi; are nesessary for sesurs, adequate control and expeditious move
ment of documente.

PACTE BLAWING ON THE PHOBLEM:

of meterial.

"fhe following facts ars revesled by the attashed NMansgesent straff Lurvey

Feport:
{1) The cost bo BI of its document hendling is Ll cents per item, as

' s ' ' 1 spencies. The
compared with 7?1 cente per itex in other Fedural ig
anriusl cost exceeds ' 111,300 and 60,400 manhours.
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(2) The grestast expanciture is in legging decuwmants. Doowments are
being recorded snd controlled in (87 to & grestsr degree than re-
quired Wy either CIA Eecurity Resgulastions or good menagemsnt prac-
tices.

{3) Thare ars no unifors or standardised information contrel or record-
keeping provedures in (81. MHeny procedursg are unnecessarily
elaborste and some are ineccnsistent with fgency reguiremente.

(ki Imtelligence fficers ars performing informetion comtrol functions,
and mome informetion e¢ontrol personnel purform funciions which could
he handled more egonomicelly by other clerical personnel.

(%) ixeessive mushers ef personnsl sre engeged in information control
in somes componenin.

{€&) Pailure to expedite Lhe movemsnt of multiple-routing documents is
impeding intelligenes resesrch and produetion.

LIECUBS ION:

5ix of the eight (5T divisions log virtually all documents, {the staffs
maintaining less detailed logs) slthough logging at the divisien and
staff level ir not recuired for security purposes. Infermation Franch
logs all ineeming snd ocutgoing material, and this is the only leogging
required by CIi hegulstions. Sowe components msintain logs for reference
purposes; howevur, the cost of suoh logging is not Justified Yy the
autber of occasions on which the legs are used for leceting documents.
Nost division and staff inforamstion control personnel have stated that,
if necessary, they could locste documente without logs, on the tasls of
subject matter. Sincs Informaticn Braned loge decuments to divisions
and staffs, no further logging fe necessary to locate documents which
are to be retained by the component,

Information control and record-keeping procedures have been largely self-
genersted by (87 components and sre, im many instances, unpacessarily

' «¢lskhorste and cumbersome, providing a smell return for s lsrge invest-

ment, In an effort %o provide detailed and complets zystems and pro-
cedures, some divisions and staffs have sacrificed T/0 slote which might
better be uoed for substantive matters. It appesrs that thers are five
information econtrol slots which can be deleted: one from Informstion
Pranch and four frox the divisions.

Although the probleme crssted by delsys in the movement of melitiple~
rouvting documents sre recognised in 01, thers are few efforts to eliasi-
nate delsys in the divisione and staffs, Few informstion control per-
sonnel sttempt to expedite the wevement of such dooumente, and in the
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shsence of 0ffice policy and procedurcs, it is probsble that the celays

and their resulieat problens will eontinus.

4, Seversl ehiefs of 061 oompenents have axpressed & desirs %o simplify

procsdures and to reduce the coste of dooument hendling. In Inﬁgnﬁm
Eranch pn’t&e’ell!'ly , OBt of the resommendations in the sttached Survey

keport have bean implamented and have resulted in reduged handling of
material, reduced overtime snd simpler gontrols.

g, CONCIUBIONS:
a. The cost of degument hsndling is high, primarily becausé of sxcessive
document recording snd control.

. The installstion of simplified, unifors policies and procedures and
petter utilisation of personnel for dogument handling, as yeoommend 8d
in the stiached Survey Report, will reduce the cost and will pernit

greater concentration of available menpower upon ¢BT's substantive

respongibilities. ver exsmple, sliminstion of five information eontrol

glots will result in savings in excess of $16,000 per year. “here is

no method of sstimating the savings to be realived bWy reducsd handling

of documents or by the more expeditious nendling of sultiple~routing
materisl.

6. RECOMHINDATIONSS

14 is recommended that the ifssistent Tirector for 5 gientifiec Tavelli~

gonee direct the immediste {iwplomentation of those fecommandations con~
teined in the sttached Management seaff Survey Leport on which ne astion
has yet baen tsken. ransgement Stelf will be plessed to aspist in this

nather.
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vanagement Staff Survey feport
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